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CUILINE FOR AUDIT OF COMPONERT RECORDS ADMINISTRATION PROGRAM ’/ ?ybf

Has Program Been Established by Directive?

Scopa of Program - Conformity to H. R. |:| STAT
Bas Records Officers Position Been Designated By Directive?

Is There & Current Position Description For R. 0. Position?
Title and Grade of R. O.

Actual Punctions Performed by R. ©.

Training Completed By Records Officer

What Percent of R. C. Time Spent on R. M.

Bupport Received By R. ¢. from Buperiors

What Is R. O 's Attitude Towards & Oareer Service Program.

Are All Component Records Covered By Records Control Schedules?
Is the R. C. 8. Current? Does It Conform to the Existing Orgeni-
gation Btructure of Component?

Does the R. 0. Submit Regular Periodiec Reports on Program Status
to Superiors?

Does R- 0. (all on Agency R. A. 8. for GuiSance and Assistance?
When Was Iast Time R. 0. Visited Records Center?

Is the Vital Records Schedule Current?

Does R. 0 Have an Inventory of Filiug Bquipment?

Does R. 0. Review All Requests For Filing Equipment and Filing
Buppliea?

Arve Administrative (Support) Records Kept In Accordance With Agency

mB[ ]

Does R. ¢ Review All Requests For New or Revised Forms?

KR ook Merepdiles s /A . BkakbiNe88211R000500120007-5
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QUILINE OF PROGRAM FOR THE FUNCTIONAL EVALUATION OF RECORDS MANAGEMENT

I. Organization and Scope of Records Mamagement Frogram
1. Organizational Location (Departmental)
2. Elements Included in Program
3. Kumber and Grades of Personnel in Central Staf?
4. Is Program Decentralized to:
&. Departmental Bureaus
b. Fleld-Regiomal Offices
5. HNumber and Grades of Personnel In:
&. Departmental Bureaus
b. Fleld-Regioml Offices
6. Directive Establishing Program Issued
IX. Records Disposition Program
1. Total Agency Records (cubic feet) as of

2. Percemtage of Total Records covered by Agency Records Centrol
Behedules

3. Percentage of Total Records: Permanent ’
Temporvaxy ., Indefinite )

L. Percemtage of Total Records in Records Centers F
in Office Space.

‘5. Percentage of Total Recorde That Are:
&. Housekeeping (Permonnel, Budget, eto.)
b. Progrem

6. Humber and Gredes of Personnel

&. Headgumrters .
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7. Hardbooks and Other Instructional Material Prepered
8. Training Completed
&. Workshops
b. Personnel Trained - Number and Orades
Filing Systems
1. Have Official Systems Been Established for:
&. Housckeeping Records (Budget, Persounel, ete.)
b. FProgram-Operating Records
2. Kinds of Systems Established
3. HNumber of Installstions Qompleted
L. Have Officisl File Stations Been Established
5. Bave Handbooks and Other Instructiomsl Medis Been Prepared
Bave Agency Personnel Been Trained in Filing Systems
a. Ruber of Workshops
b. Number of Personnel Trained
7. MNumber und Grades of Persomnel
a. Departmental
vb. Field
Forms Management
1. Seope (Standards - Other Agency)
2., Nuiber and Grades of Peyrdonnel

a. Departmental
b. Feld
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3. Types of Forms Files Established

a. RNumericsl

b. Punctlomal

¢. Other

L. How ism Control Exercised Over:

a. New Forus

b. Revised Forns
¢. Reprints

5. Total Forma in System
6. Does Program Include Control Over:

8. Field

b. Bureaus
T. HBHandbooks and Other Inatructiomml Medis Prepared
8. Training

a. Number of Workshopas Completed
b. Hauwber of Persomnel Trained
Vital Regords
1., HNumber and Grades of Personnsl
2. Vital Becords Deposit Behedules Prepared
3. Percentage of Agency Records (Vital)
L. Training
a. Nmber of Workshops Held
b. Number of Parsommel Trained
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s,
6.

e

Handbooks or Other Instructiomal Material
Mumber of Practice Alerts

Yi. Correspondence amagement

viiI.

1.
2.
3.
L.

Hurber and Grades of Persomel
Becope of Program

Handbooks and Othey Quides
Training

8. Huadber of Workshope Cozpleted
b. Humber of Persomel Treined

Mltng Equipment and Bupplies

1.
2.

3.
L,

Btandards Iesued

Kinds and Types of Controls Bxercised om
6. Btandexd Equiyment and Supplies

b. HNonstandsrd Equipment end Supplies
Funber and Grades of Parsomnel

Handbocks and Quides Issued

Reports Management

1.
2.
3.

Bcope

Munber and Grades of Personnsl
Training

a. Workshops

b. FPerscnnel Trained
HWndbocks and Guides Issued
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IX. Burveys
1. Boope
2. Qontent
3. Nunber (Ccmplated
4. Results - Proposals Adopted
X. Results From Records Mamgement Program
1. BReporting Results to Top lanagement
a. TFrequency of Reporis
b. To Whoan Sent
2. Tangible Results
3. Intanglible Resulks
L. Method of Reporting
a. (arts
b. Other
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UNCLASSIFIED

Rl

CONFIDENTIAL

;ﬂﬂ?ﬂﬁomzbow-s
SECRET

CENTRAL INTELLIGENCE AGENCY
OFFICIAL ROUTING SLIP

a

B

the

Mike:

TO NAME AND ADDRESS DATE INITIALS
b ey
1 ,/ 1Y ,J’ . /
e ;’ o A ——
2 g HV
3 Cj\/ /
4
5
6
ACTION DIRECT REPLY PREPARE REPLY
APPROVAL DISPATCH RECOMMENDATION
COMMENT FILE RETURN
CONCURRENCE RS INFORMATION SIGNATURE
Remarks:

Here &3 scme of the information that
you requested today. In sddition, I have

1nc1u6;ed an Inventory of Records Bcldin@
for the current and previous Flscal Yeara for
offices in the DIE Aves.

Chief, Fpetrds Administracinn Staff
FOLD HERE TO RETURN TO SENDER
FROM: NAME, ADDRESS AND PHONE NO. DATE
604 - 1006 16tk St. 11/17/65
A 2005/41{21+ CIA-RDP70-0024+R0005004.2€
Fl“ ; 'ii ;IUINEC| LIA%IS%;FETEED " CONFIDENTIAYL = Y | SECKET

007-5

FORM NO 237

Use previous editions

U.S. GOVERNMENT PRINTIN

(40)
OFFICE : 1961 0—587282

25X1

25X1



STAT

STAT

STAT

STAT

FICIALRD PO -2 PIROGNS00129007-5

X | UNCLASSIFIED CONFIDENTIAL SECRET
CENTRAL INTELLIGENCE AGENCY
OFFICIAL ROUTING SLIP
TO NAME AND ADDRESS DATE INITIALS

Y

g | 3C=19, Hemdqusrters

. ]
ce: | IFile L

mant activities.
with arvangenents.

FOLDHE

FROM: NAME."'A!

ACTION DIRECT REPLY PREPARE REPLY
APPROVAL DISPATCH RECOMMENDATION
COMMENT FILE RETURN
CONCURRENCE X INFORMATION SIGNATURE
Remarks:
Frank:

Here are some coplesp of the Anpouncernent of
American University's After-Hours Treining Course
in Records and Peperwork Mensgeument.
the experiences of a nunber of Agency records
mensgement pecple who have auccessfully coupleted
this course, I highly recommend it for all Records
Administration Officers.

Sponghip by the Agency is appropriate vhen
the person proposed is engeged in records menage-
Letvme know 1f I cen help you

Based on

RN TO SENDER

HONE NO.

DATE

T UNCLASSIFIED

I Chief; RecAdminStaf]

CONFIDENTIAL ,

<

R

FORM NO 237

Use previous editions

(40)

U.5. GOVYERNMENT PRINTING OFFICE : 1961 0—537282
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UNCLASSIFIED CONFIDENTIAL SECRET
CENTRAL INTELLIGENCE AGENCY
OFFICIAL ROUTING SLIP
TO NAME AND ADDRESS DATE INITIALS
1
1
STAT | I
2
2E=-32; Headguarders

3
4
5
6

ACTION DIRECT REPLY PREPARE REPLY

APPROVAL DISPATCH RECOMMENDATION

COMMENT FILE RETURN

CONCURRENCE XINFORMATION SIGNATURE

Remarks:
Mike:

Attached 1a a list of IDI Records

Officers per your req;a\est {oday.

STAT

| .
Chief, Records Administration Staff

FOLD HERE TO RETURN TO SENDER

FROM: NAME, ADDRESS AND PHONE NO. DATE
7/15/65
+Ra6e505120007-5
FORM NO. 037 Use previous editions (40)
2—6‘ * U.S, GOVERNMENT PRINTING OFFICE : 1961 0—587282
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DATE

TRANSMITTAL SLIP 9 Deceriber 1965

TO:
STAT | |
ROOM NO. BUILDING
Th-h9 Headquarters
REMARKS:
Mike:

The siiached copy of Memorandum
dsted 7 December 1965 verifies that
the IG inspection: program can be &
very effaective tocl in getting things

done.,
STAT
Chief, Records Administraticn
B8taff
FROM:
ROOM NO. BUILDING EXTENSION
6oL 1016 16th Btreet [ | STAT

FORM NO . 2 41 REPLACES FORM 36-8 GPO : 1957—0-439445 ()]
{FEB 55 WHICH MAY BE USED.
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